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Accessing the Egrants System 
Once an application is awarded, the subgrantee will be required to submit a program report 

documenting the progress of the project for LCLE staff to review. 

 

NOTE: It is assumed that the Organization and User are already registered since an application 

has been submitted and awarded. A separate Quick Start Guide entitled “LCLE Egrants User 

Registration Request Quick Start Guide” is available to assist you with the registration process.  

 

Go to the LCLE Egrants website at http://egrants.lcle.la.gov/Egrants/Login.aspx. The following screen 
will appear.  
 

 
Enter the user ID and password obtained through registration and click the “Login” button.  This will log 

you into the system. 

 

 

http://egrants.lcle.la.gov/Egrants/Login.aspx
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Project Management 

 

 

 

When creating a Project Modification Request the user is accessing an existing application.   
 

Click the first “Click Here” link - To access an existing project (Grant Application, Continuation 

Application, Modification…) or create/update reports such as the Program Report, Fiscal Report, 

or Inventory Report (Project Management tab). 

 

 
Input the 4-digit Grant ID and click Search. Click on the hyperlinked Grant ID (shown in blue). 

If the agency receives more then one funded project and you are unsure of the Grant ID number, 

you can enter any of the Search Criteria fields and press enter or click the Search button. All 

funded projects will appear which allows you to click on the correct Grant ID. 
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Project Modification Request 

Project Modification Request (PMR) allows the subgrantee to request amendments to the 

original approved application during the project period. This report allows the following Section 

modifications: 

 

1. Main Summary Information 

a. Project officials and addresses – authorized/signatory official, project director, 

financial officer, primary contact 

b. Project period – change project period 

c. Justification for the modification request 

2. Budget  

a. Revisions to budget categories and line item details within a budget category 

3. Performance Indicators 

 

Users with program creator and/or Financial Creator role(s) can create the modification. A user 

with a submission role can submit a completed Program Modification Request electronically. For 

instance, a user having program creator and submission roles, will be able to create the 

modification, but will be unable to request budget changes. Likewise, a user with the financial 

creator role cannot make revisions to the performance indicators, nor submit a completed 

modification without the submission role. Both program creator and financial creator will need to 

collaborate to complete the Program Modification Report. 
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Creating a Project Modification Request 

 

 
The Project Summary will appear. Click on “Create Project Modification Request (PMR)”. Only 

those who have the Program Creator and/or Financial Creator can create the PMR. The Program 

Creator can revise the program section and Financial Creator can revise the budget section.  

 

NOTE:  If the Program Modification Request is created and the user needs to exit 

the system and return to it later, the user will click on “Modification 1” to resume 
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(See previous page). Until the PMR is submitted, it will be in “Open-Draft” 

status. 

 
Read the “Create Project Modification Request (PMR) Confirmation”. Failure to follow the 

instructions can result in the PMR denial. Click on “Continue” if you wish to proceed with the 

request. 

 

NOTE: Original, signed modification requests must be received by LCLE at least 30 days 

prior to the end date of the subgrant period to ensure LCLE’s consideration of the 

request. In the last 30 days of the project period, only under exceptional 

circumstances with a modification request be considered but only if the detailed 

justification of the late request accompanies the request and LCLE finds the 

justification merits its consideration. No modifications requests will be considered 

or approved if they are received at LCLE after the end of your grant. 

 

Your modification is not considered officially submitted until you click the Submit 

button and the status changes to Open-Received and your signed modification 

request is received by LCLE. LCLE should receive the original, signed page one 

and if required, page two within 10 days of the online submission. 
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The “Modification Summary” page appears allowing changes to three sections: Budget Detail, 

Main Summary Information and Performance Indicators.  

 

 
Start with “Main Summary Information”. This section of the PMR allows changes to the Project 

Director, Financial Officer, Primary Contact, Signatory (Authorized Official), Project Period, 

and includes the narrative field for the Justification of Request. The “Submitted By” is a drop-

down box that lists only those individuals who are authorized by designation, in addition to 

LCLE Program and Fiscal Staff, to submit the Request.  

 

The “Justification of Requested Modification” must be a detailed narrative explaining the reason 

for the PMR. Proper data entry and paragraph spacing is necessary. Click on “Save”. Clicking on 
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“Save and Continue Editing” allows you to save the information and later resume editing if 

needed. 

 

Example of data entered on Main Summary Information: 

 

 
 

When the Completion Status is changed from “In Process” to “Complete” and saved, the Egrants 

navigates to “Modification Summary”. 

 

 
Click on “Budget Details”. Click on each Budget Category that requires modification. A user 

with the Financial Creator role can make changes to the Budget Section. 
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Example: 

The following screens show a staff change in Personnel. 

 

 
Click on “Personnel” to open this budget section. Select the position that requires revision. 

 

 
Enter the revised budget change for the current individual under the “New” column, then click on 

“Save”.  
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Click on “Add New Line”. 

 

 
Under the “New” column, enter the new personnel. Click on “Save” when completed.  
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When completed, click “Cancel” and the screen will return to the “Modification Summary”. 

 

NOTE: Resumes for any new personnel added to the project must be attached to the 

signature page being mailed to LCLE. 

 

 
Follow the same steps if any revisions are needed in “Performance Indicators”. This section 

must be marked “Complete” even if no changes occurred. A user with the Program Creator role 

can make changes to the Performance Indicators Section. Once all three sections have a 

Completion Status of “Complete”, the “Submit Modification” button is enabled.   

 



 

 

Louisiana Commission on Law Enforcement  
Egrants System 
External/Sub-grantee Version – Project Modification Request 
Quick Start Guide 

Page 14 
 
 

 

 
After the “Submit Modification” is clicked, read the instructions and click “OK”. 

Remember the signed signature page(s) are due to LCLE within 10 days of the submission online 

modification request. 

Viewing a Project Modification Request 

 

 
Click on “View Contract” to generate a PDF report of the modification request. User should 

allow pop-ups for this report to generate.  
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The screen will appear as shown above. Once the PDF is created the Program Modification 

Request will appear as shown.  

 
Page 1 is signed and submitted to LCLE; however, the user can print the entire modification for 

records. The page needs to be signed by either or both the Project Director and Financial Officer 

depending on the request. 
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A Program Modification Request for an increase of project’s funding, a voluntarily reduction in 

funding, or change of the Signatory (Organization’s head official) aka “authorized official”,  

print page 2 to be submitted with authorized official’s signature and title. 

 

 
When the PDF is closed and user is returned to Egrants click on “Continue”. 
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Withdrawing a Project Modification Request 

  

 

You can withdraw a request at any time after submitting the request, by notifying LCLE via 

email that the organization wishes to withdraw the modification.  The “Withdraw Modification” 

button does not work. 

 

Correcting a Returned Project Modification Request 

 

LCLE can return the Program Modification Request for additional information. The project 

director and financial officer, primary contact and additional contacts assigned to receive copies 

of correspondence will receive a “Task” via Egrants advising the PMR has been returned. The 

“Task” can be found in “Work Manager”. 

 

 

 

 
The screen will show that the Modification is “Open-Returned”. Click on “Modification 1” 
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The “Modification Summary” will show the section(s) returned. Click on “View 

Issues/Comments” to see the reasons.  

 

 
You have the option of clicking on each Issue/Comment and address each one. Or, you can click 

on “Preview All External Issues” and/or “Preview All External Comments” which will allow the 

ability to print all issues/comments if needed. 
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Read the issue/comment and make the requested changes in the section identified to have 

deficiencies. 

 

 
Click on the appropriate section and make the change(s). Change the Completion Status from 

“Return” to “Resubmit”. Click “Save”.  
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When all sections are marked either complete or resubmit, click on “Submit Modification”. Read 

the instructions. If any changes in the resubmission causes the modification page one to differ 

from the original PMR submission, page 1 and page 2, if needed, must be resubmitted and 

received by LCLE within 10 days of the electronic resubmission. 

 

After a Program Modification Request is approved/denied, the project director, primary contact, 

will receive an “Alert” from Egrants that the modification was approved/denied.  

 

 

LCLE will email a scanned version of the signed pages 1 and 2 for a PMR approved for an 

increase of funding.   

 

LCLE no longer issues a Revised Award when an increase is approved and awarded. 

 


